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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible clerical positions, the
primary duties of which are processing and rmaintaining
departnmental records and reports, purchasing supplies and
equi pnrent for the departnment, typing fornms and letters, and
serving as receptionist for departnent officers. Empl oyees of
this class perform routine tasks independently and receive
instructions for special tasks from the Fire Chief or from
desi gnat ed departnent officers. Wirk is reviewed by the Fire
Chi ef .

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Recei ves departnent records and reports and checks them for

conpl et eness, accuracy, and conformty to est abl i shed
procedures. Corrects errors in records and reports or returns
them for correction. | nspects systens and facilities for

mai ntai ning records and reports to see that these are adequate.
Processes or files departnent records and reports according to
est abl i shed procedures.

Enters routine information in departnment records. Fills out
forms or records assigned. Conpiles and organi zes data needed
and writes reports required to docunent activities of the
departnment. Replies to any routine correspondence or requests
on own initiative foll ow ng departnmental procedures or fromoral
or witten directions.

Sets up a filing system revises the system when necessary.
Files correspondence, cards, forms, records, or reports
al phabetically, nunmerically, chronol ogically, or geographically.
Retrieves information or docunents fromthe files.

Accounts for noney and assets of the departnment. Posts itens
into journals, |edgers, or other accounting records and bal ances
these at the end of the nonth. Assists in the preparation of

the departnental operating budget. Prepares purchase
requi sitions according to department procedures. Orders and
di sburses supplies and equi pnent.

Cets estimates on repair costs for equipnment, |ocates repair
services, and arranges for repairs and naintenance of
equi pnent . | nspects equipnment to insure that repairs were
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properly acconplished.

Opens incomng mil for the departnment, and sorts and
distributes the mil. Processes outgoing nmail and
i nterdepartnmental correspondence. Answers any telephone calls
coming in on assigned lines and handles routine matters or
transfers the caller follow ng departnent procedures.

Acts as receptionist, screens visitors, and directs them to
i ndi vidual s and offices that can help them Answers questions
and handl es any routine requests by visitors. Keeps records
for the Fire Chief of his schedule and notifies him of his
appoi nt nents, neetings, or other schedul ed events.

Types letters, forms, nmenos, statenments, formal reports or any
ot her docunments assigned. Takes dictation and transcribes from
| onghand not es. Transcri bes dictation from a voice machine,
di ct aphone, or transcriber. Proofreads typed material and
corrects errors.

Operates a copying or duplicating nmachine. Operates a
cal cul at or or addi ng machi ne. Devel ops new procedures for office
functions when necessary. Takes m nutes or notes at neetings.

Conducts tours of departnment facilities for school or civic
groups.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nation.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, being a qualified elector of the State of Loui siana, and
passing a civil service exam nation for the position.

Bef ore appoi ntment, nust pass a medi cal exam nation designed to
denonstrate good health and physical fitness sufficient to
perform any required duties of the position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must have at least years of experience in general office
work, including the production and maintenance of fornms and
records.

OR

Must have conpleted a course of study in business records or
sone related field at a business college, vocational or
techni cal school, or sonme other institution of higher education.
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Must present a certificate verifying the ability to type
wor ds per m nute.
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